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Who am |, who are we?

o Oxford Nexus Service Manager
o SharePoint and Exchange

o Oxford Nexus Team
Mark Norman

Srilak Wickramaratne
Daryl Theobalds
Tom Mill

Matthew Gaskin
Alexis O’'Connor

o O O O O O
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Basic facts

SharePoint service (for all) began 27 April 2011
Gradual start: no 18 ol - iz

teps: ffmysite. nexus. o, ac. ukfperson. aspx

Ele Edt ¥iew Favorites Tools Help

fal I fa r e Links # | Custorrize Links | My Site | Mexus Team | | Web-Nex IntProj | | SPDocumentation || PSG | |GPDP || Alexis Tasks

Welcome - Sike Directory

Devolved support T

(I Iopefully) devolved s I=n't this all a bit, um, Faceboolk?

4 I am the Oxford Nexus Service Manager. This cov the

d t t- Mark Norman Exchange and ShareFoint services. Previous to this 1 wa
01865273287

oucs

Groupware project manager.
. . 1
D f n t I d I d i mark.norman@oucs.ox.ac.uk
e I I e y eVO Ve [83 Edit My Profile

#  mark Nerman *

Computing Services

¥ More information

S Ite p rOVI S I O n Overview | Organization Content Tags and Notes Colleagues  Memberships

Ask Me About My Organization Chart

Update your "Ask Me About” with topics you can help people with, such as your 4 |Mark Norman
responsibilities or areas of expertise. ;
|- Alexis O'Connor
|- Colin Tatham

S — Daryl Thecbalds
Recent Activities |
|— Gerard Winter

=
4| | »

| l_ ’_ ’_ ’_ ’_ l_ |\§ Local intranet | E100% - i
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SharePoint: what’s it for?

Document sharing and other basic collaboration (@) ot
activities o
My Sites

Colleges

o Personal intranet sites to enable sharing of
documents and other forms of collaboration.

Committees
o to support typical committee workflows, including

meeting scheduling and document sharing. -

Committees

Research

o to support collaborative research activities,
including formal and informal collaboration.

Clubs and Societies

o to supporting the internal management of student
clubs and other approved University societies.

My Sites

Oxford University Computing Services
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Weblearn vs SharePoint

o A literal FAQ

o WebLearn is the service of choice to support teaching and
learning

o Nexus [SharePoint] is the service of choice to support online
communication, document sharing, research groups, and
administration.

o See
 http://www.oucs.ox.ac.uk/nexus/sharepoint/tool-for-activity.xml
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Who can help me get a site?

e A SharePoint Co-ordinator

e Request Access

‘You are currently signed in as; AD-OAK\markn

Type vour request, and then click Send Request,

Supply a description of the action you were taking and the URL ;I
oL wers brying bo reach.|

=

send Reguest I

+ G0 back to site

. <https://sharepoint.nexus.ox.ac.uk/support/SitePages/Guide%20for%20SharePoint%20Co-ordinators.aspx>
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‘Where’ are the sites?

How are they arranged?

indows Internet Explorer

b e

| https: fisharepoint nescs. oy, a0, ukfSikePages)Sike s 0Directory 2, aspx

j‘i 2 )E Google

File  Edit
Links g | Customize Links

Wiew  Favorites

My Site: I_L| Mexus Team

Tools  Help

‘Web-hex Ink Iﬁro]

SPDocumentation | | PSG

GPDP i:l Blezis Tasks

g == [

ermissions; Workflow devel..,

iWe\come - Site Directoryz X

i - B - & - [ Bage ~ (G Tods - @~ Lt & [

Welcome | Global Search

Site Directory
Support

ITS5

Outages

g All Site Content

Site Directory

This site directory provides links to the top level
epartmental’ sites.

and Societies' and 'Cross

query.

es for all units that have established a SharePaint presence, as well as 'Clubs
See 'SharePoint Site Structure’ for further details on how SharePoint sites

are organised. It also provides the contact email address for the SharePoint co-ordinator for each unit. This is the address you
should email if you would like to request a site under that unit, or if you are @ member of that unit and have a SharePoint related

For further details on requesting a SharePoint site see 'Obtaining 2@ SharePoint site'.

Medical Sciences
Divisional Office

christian. jones @medsd. ox.ac.uk

Biochemistry
ithelp@bioch.ox.ac.uk

Pathology
peter.belk@dpag.ox.ac.uk

Physiology Anatomy and
Genetics
peter belk @dpag.ox.ac.uk

Experimental Psychology
david, newburn @imsu.ox.ac.uk
MSU

sharepoint @imsu,ox.ac.uk

Nuffield Dept of Clinical
P

Social Sciences
Divisional Office

rob.richardson@admin.ox.ac.uk

Anthropology
natasha heaton@anthro. ox.ac.uk

Economics
gillian. coates @economics. ox.ac,uk

Law
bento.sousa @law.ox.ac.uk

sln)s]
rachel.crawford@qeh.ox.ac.uk

Oxford Martin School
tomas.king@oil.ox.ac.uk

Oxford-Man Institute
It-supporti@oxford-man. ox.ac.uk

Maths, Physical & Life
Sdiences

Computer Science
craig. tranfield @cs.ox.ac.uk

Engineering Science
stephen.kavanagh@eng.ox.ac.uk

Materials
paul.warren@materials.ox.ac.uk

Oxford e-Research Centre
steven, young @oerc.ox.ac.uk

Notes ;I

Humanities

Classics
neil leeder @dassics. ox.ac.uk

Oriental Studies Faculty
stephen. cox@orinst.ox.ac. uk

Philosophy
andy.davies @philosophy, ox.ac.uk

|

’7 ’7 ’7 ’7 ’7 ,7 |‘j Local intranst

0% v g
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The Support Section

/7 support - Support Home - Windows Internet Explorer = |EI 5[

(€ ISR

File Edit iew Favorites Tools  Help

| https:{{sharepaint, nexus. ox. ac, ukfsupportSiteP ages/ Support 4 20Home, aspx j| E 43 | IGoogIe B~

wWeb-Nex Ink Proj

Lirks £ | Customize Links My Site | | SPDocumentation

i:? "1'9? Ba i Mark Morman ~ Support - Support Home: »

& ' [
Ne X l ] S Support » Home i
ILiket Tags &
Notes
Support (7]
Support Home
Welcome to Support
Search Support
Documentation Use the search box below to search all support materials in this site. This search will also return results
from office.microsoft.com. If you have a question about how to use SharePoint try posting it in the forum. If you believe there is
Overview a fault with the service please log it via OUCS Help Desk. The 'Demo’ links on the left are intended to be used in conjunction with
: the 'Best Practices' documeants.
Best Practices
Site Admin
Lists
Document Libraries Search Support Site
.
FAQs
Forum e
Glossary
Demo Sites
SharePoint Forum

Committeel
Committee? T Subject Created By Replies Last Updated

Break multiple topics into separate posts Colin Tatham i} 07/02/2011 1.
Demo Libraries Keep posts short please! Colin Tatham 0 07/02/2011 1
Using Folders Copying documents between libraries Mark Norman 1 4/07/2
Using Col s L

A TS Restricting who can see my blog Mark Morman 1 4/07/201

Using Content Types . . . .

Sharing calendars with Exchange (or ics) Nilliam James 2
OWA-Apps

Slide lihraries document released Tan Seninr n1/n7/2011 16:58

A

0
Done l_ l_ l_ l_ l_ ’_ “ﬁ Local inkranet A 100% -
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The Support Section

> Support - Documentation - Windows Internet Explorer

i

o Il_:] https:fsharepaint. nexus, ox, ac, ukfsupportSitePages/Documentation, asp:

ol

j|$""_?l | )E IGoogIe

File Edit iew Favorites Tools Help
My Site |

Links & | Customize Links

exus Team |:| ‘eb-tex Int Proj :__| SPDncumentation

;_! PS5 |:| GRDP \;J Alexds Tasks

Admin

Manage Documentation
Manage FAQ

Manage Glossary
Manage Categories
Approval

Documentation Images

Support Home
Search Support
Documentation
Overview

Best Practices
Site Admin

Lists

Document Libraries

FAQs
Forum
Glossary
Demo Sites
Committesl

Committee?

Demo Libraries

Using Folders

Suppott - Documentation ¢

Documentation

QOverview

Guide for SharePoint Co-ordinators
Site Owners - Adv - Desaibes the SharePoint co-ordinator's role.

Getting started for Site Owners
Site Owners - Basic - Introduction to managing & site in SharePoint

Introduction to the ribbon
General - Basic - Describes the SharePoint Ribbon and how itis used.

SharePoint Site Structure
General - Basic - Describes the structure of sites in SharePoint

Document Libraries

Creating and Managing a Slide Library
Creating and Managing & Slide Library

Setting Access Permissions
This document details how to set site and library permissions on a site
in SharePaint.

Creating and managing version control and check-in
Details procedures for setting up and managing version control and
chedk-in on your document library

Create a committee site using document sets
Site Owner - Advanced - Desaribes one approach to setting up a site
for use by a committee,

Adding documents to libraries

P 1 T e m b e e e m e e e e

fot - B - # - |=hPags - (G Tocs - @~ 7 & [O] 3

Mark Nerman -

Best Practices

Creating and Managing a Slide Library
Creating and Managing a Slide Library

Committee site based on meeting workspaces
Details how to create a committee site using Meeting Workspaces,

Setting Access Permissions
This document details how to set site and library permissions on a site
in SharePoint.

Creating Sites
Site Owner - Int - Provides guidance on when and how to create a site.

Creating, viewing and managing a Task list in SharePaint
Document about how to use tasks in SharePoint

Creating and editing wiki pages
All about creating and editing wiki pages.

Create a committee site using document sets

Site Owner - Advanced - Describes one approach to setting up & site
for use by a committee,

Site Admin

Committee site based on meeting workspaces
Details how to create a committee site using Meeting Workspaces.

Setting Access Permissions

This docum_enr details how to set site and library permissions on a site ;I
[ [ [ [ Ndiocalintranet H100% -

Oxford University Computing Services

www.oucs.ox.ac.uk



The Support Section

* Support - FADS -

indows Internet Explorer

@“\—3 - IL:] https:f{sharepoint. nexus, ox. ac, ukfsupport/SitePages/FAQs, aspx

j|& |‘_?| ' )il IGoogIe

File Edit Miew Favorites

Links & | Custamize Links

Tools  Help
My Site |

| Mexus Team [:l ‘eb-tex Int Proj L:J SPDocumentation L;_I PS5 [:l GPDP \:J Alexds Tasks

';j Support - FACS »

Manage Documentation
Manage FAQ

Manage Glossary
Manage Categories
Approval

Diocumentation Images

Support Home
Search Support
Documentation
Overview

Best Practices
Site Admin

Lists

Document Libraries

FAQs
Forum
Glossary
Demo Sites
Committeel

Committee2

Demo Libraries

Using Folders

FAQs

About SharePoint at Oxford

Can non-S50 (external) users access the SharePoint
service?

The Oxford SharePoint system is configured to allow authenticated
external users to use the system. Such people need to obtain a Virtual
Access card for access to SharePoint, Talk to your local administrative
team for advice on applying for such a card,

Is encryption available?

Mo, but you can upload encrypted documents if you are wanting even
more security than offered by SharePoint document permissions.
Permissions security in SharePoint is a powerful method where the site
owner can specify who can view a document on an individual basis.

How confidential are documents?

SharePoint has item level permissions making document access very
secure, The owner of the document can set up permissions to
determine who can view /edit it. If you don't have suffident
permissions, it won't appear in your view of the document library.
Configuration of the site search ensures that confidential data does
not appear in unauthorised user search result lists,

Can I upload all my research data?

SharePoint is primarily for document and other types of collaboration,
Itis not meant to be a repository for research data. Whatever system
you currently use for research data storage should be continued.

Are 'My Sites' intended to replace public website profiles?
Mo, they will not replace public profies. However, they will be available
to &ll users of the system and can be used to find other users with
similar interests, research or otherwise, to your own,

What is the management structure for sites?

Each major unit of the Collegiate University (as defined in the PRAS

organisational chart: http: +.admin. ox.ac.ukfprasfuniorg/) that

has a SharePoint presence will have a named SharePoint co-ordinator
i e PR AR i

e ; i R A e e

Getting Started hd

I'd like to get access to a site, what should I do?

You need to contact the site owner {g.g. via the SharePoint interface)
and explain why you need access to their site. Itis the site owner's
responsibility to allow or deny you access to their site.

How do I access a site?

You need to be given permission by the site owner to access a site,

They will usually send you a welcome email message with the linked site

address. Clicking on the link will take you directly to the SharePoint

site, We recommend that you bookmark the site for future reference, b
Alternatively you can browse from the 'Site Directory’ on the main

page, if you know which department, college or division the site

belongs to.

Do Ineed any new program(s) installed on my machine?
You only need a web browser {e.g. Internet Explorer or FireFox) to
access the service. However, only Internet Explorer 7 and above, are
fully compatible with SharePoint 2010, Other standards compliant
browsers are supported but at a slightly reduced level. To see a table
of browser compatibilities please see Browsers for SharePoint

Known Bugs

Why do PDF documents open as a blank page?

There is @ known problem with Acrobat Reader X that results in FDF
documents not opening from Internet Explorer in some droumstances.
Try one of the following: 1. After dicking on a PDF, dick again in the IE
window and press F5. The document should then load. 2. In IE, didk
Tools / Internet Options [ Advanced tab [ Security section/ 'Do not
save encarypted pages to disk’ - *Uncheck™ this option. You may have
to restart IE,

|

Done

[ [ [ Ndiocalintranet

| ® 100 -~
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The Support Section

mmitteel - Home - dows Internet Explorer = |EI | x|

@T’“

- L;! htps:{{sharepaint. nexus. ox. ac.ukfsupport/DemoCommittee 1 SitePages/Home aspx j| ﬂ 44 |- ¢ Googls so il

File Edit iew Favorites Tools Help
Links £ | Custamize Links My Site |

o IPsc | laPDR | Alexds Tasks

exus Team |z| ‘eb-tex Int Proj :__l SPDncumentation

Committes1 - Home x

Mark Nerman -

Nex‘lls Committeel » Home ¥
Iliket Tags &
Notes
Support o

Shared Documents

Welcome to the Committeel Site!

This site stores the documents and schedule for Committeel. The documents for the next meeting and the last meeting are
below. Click on the heading to see documents for other meetings and to upload documents. The announcements list is used to
2 Reeves Bin info_rm n1ember5_0r' ccn'lm\ttee_activiﬁe:-, such as minutes being_up\caded. It i_s your responsik i y to set up an email algn on this
= ¥ list if you would like to be emailed with announceme You will receive emailed meeting invitations whether you do this or not.
J All Site Content The calendar below shows the dates for meetings.

Calendar

. Announcements
Documents for next meeting - click here to manage doc
@ Title Madified
Meeting 6 - Minutes.docx E
Meeting 6 - Agenda.docx Minutes for Meeting 2 05/04/2011 16

have been uploaded.

Minutes for Meeting 1 o5/
hawve been uploaded

Get Started with Microsoft
SharePoint Foundation!

Documents for last meeting R —

Meeting 5 - Agenda.docx

Meeting 3 - Minutes.docx

fot ~ B - # - |=hPags - (G Took - @ 7 & [O] 3

Done [ [ [ Ndiocalintranet F100% -

A
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The Support Section

Using Content Types - By Meeting - Windows Internet Explorer

@:; - L_! https:f{sharepaint. nexus. ox. ac.ukfsupportfUsing%e20Cantent % 20 Types/Farms /By % 20Meeting. aspx j| ﬂ ‘_f )E Googls L |5

File Edit iew Favorites Tools Help
Links £ | Custamize Links My Site || Meseus Team || Web-ex Int Proj

PSG | [lGPOP |

Alexds Tasks

All Site Cantent . Using Content Types - B...

fot - B - # - |=hPags - (G Tocs - @~ 7 & [O] 3

Mark Nerman -

Browse Documents Library
I,If_g Meeting 6 Dummy Project Report

Support Home

= Meeti ID:5 (4
Search Support eeting )

Documentation @]  Meeting 5 Agenda

Overview ) Meeting 5 Minutes

Best Practices IE:lJ Meeting 5 Dummy Project Report
Site Admin o] Meeting 5 Test Project Report
Lists

Document Libraries = Ponting D53 (4)

) Meeting 4 Agenda

FAQs (] Meeting 4 Minutes
Forum @_] Meeting 4 Demo Project Report
Glossar\,f @j Meeting 4 Networks Report
Demo Sites "
- = Meeting ID : 3 (3)
Committeel
(] Meeting 3 Agend
Committee2 | RS B
I@j Meeting 3 Minutss
Demo Libraries I@j Meeting 3 Networks Report

Using Folders
. = Meeting ID : 2 (4)
Using Columns
. g A i A
Using Content Types @]  Meeting 2 Agenda
OWA-Apps @_] Meeting 2 Minutes
@_] Meeting 2 Demo Project Report
@_] Meeting 2 Admin Report
Recycle Bin

== . = Meeting ID : 1 (6)
j All Site Content

13/03/2011 13:19 Daryl Thecbalds ;I

Daryl Theobalds

Daryl Theobalds

Daryl Theobalds

Daryl Theobalds

11/03/2011 16:48 Daryl Theobalds
11/03/2011 16:49 Daryl Theobalds
11/03/2011 16:49 Daryl Theobalds

Daryl Theobalds

11/03/2011 16:21 Daryl Theobalds
11/03/2011 16:22 Daryl Theobalds
11/03/2011 16:30 Daryl Thecbalds
11/03/2011 16:21 Daryl Theobalds
11/03/2011 16:22 Daryl Theobalds
1103/ Daryl Theobalds

11/03/ Daryl Theobalds

=
[ [ [ Ndiocalintranet HA00% -
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Who can use SharePoint?

 Anyone at Oxford
o Anyone with a SSO username and password

 Who can ask for a site and/or ask for a personal My
Site?
o Anyone who has a Nexus email account

e Yes, including those who use other email services but would be
eligible for a Nexus email account

@Oxford University Computing Services
www.oucs.ox.ac.uk
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SharePoint Users Group

 To be established for Michaelmas Term 2011
o Termly meetings
o “SharePoint Nexus User Group”?

@Oxford University Computing Services
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SharePoint myths

e |t doesn’t work with Firefox and Safari

o Please have a look at SharePoint 2010 (the current service)
o Early adopters had SharePoint 2007

e | can’t open Word documents in/from Firefox
o Some people have this problem
o Check for the Office Firefox plug-in
e Occasionally found not to be installed with MS Office
e It's just a web based file server
o Please don't just copy files and directories to it!
o Think about searching and metadata

o It's more than document management
« Collaboration: My Sites, work flows, blogs etc. etc.
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Questions?

https://sharepoint.nexus.ox.ac.uk/
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